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	This document should be read in conjunction with:

1. Code of Conduct for Researchers at NMMU

2. NMMU Postdoctoral Fellowship Policy

3. NMMU Postdoctoral Fellowship Application Form

4. NMMU Postdoctoral Fellowship Memorandum of Agreement

5. NMMU Postdoctoral Fellowship Conditions of Award



	POSTDOCTORAL FELLOWSHIPS AT NMMU

	Purpose of RCD Postdoctoral Fellowships Programme

	To increase the research productivity of departments, units and entities within Faculties at NMMU through the specific expertise and value that Postdoctoral Fellows add.  

The benefit to the Postdoctoral Fellow is the opportunity to build a research profile and strengthen professional skills and capacity as a recently-qualified Doctoral graduate.
To ensure uniformity and transparency of processes and procedures and to ensure that all postdoctoral fellowships, irrespective of funding source, are centrally managed and recorded.

	Terms

	Host:  the academic staff member who will oversee the research undertaken by the Fellow
Host Department:  the academic department, unit or entity which has undertaken to host the Fellow
Postdoctoral Fellowship: the grant of money or stipend to support the Fellow

	Types of Postdoctoral Fellowships

	A.
	B.
	C.

	INTERNAL COUNCIL

FUNDED

NMMU POSTDOCTORAL FELLOWSHIPS
	POSTDOCTORAL FELLOWSHIPS EXTERNALLY FUNDED
	DEPARTMENTAL POSTDOCTORAL FELLOWSHIPS 

	Source of funding

	NMMU Council
	External funders (e.g. the NRF, Claude Leon Foundation, MRC, etc.)
	Department's or individual's research account(s)

	Requirement:  Doctoral degree

	Must be obtained from an institution other than the NMMU
	See criteria of relevant funding body
	Any institution

	Additional eligibility criteria

	Must have received doctoral qualification within five years of application

Should preferably be less than 45 years of age
	See criteria of relevant funding body
	Should preferably have received doctoral qualification within five years of application

Should preferably be less than 45 years of age

	Value of Fellowship

	R120 000 for 12 months (to be revised periodically)
	Various amounts for 12 to 24 months, depending on specifications of the funding institution
	Recommendation:  

as for Council funded postdoctoral fellowships 

	Supplementation funding from alternative sources

	To be negotiated with RCD

Allowed up to a maximum value of R200 000 
	See criteria of relevant funding body
	Allowed up to a maximum value of R200 000 

	Additional funding for running expenses, travel and/or conference attendance

	No additional funding available for travel or conference attendance - all expenses related to travel and conference attendance to be  funded by the Fellow from the Fellowship or by the Host Department (to be negotiated between Host and Fellow prior to acceptance of the fellowship and specified in the Condition of Award)

Hosts can apply with RCD for funding for research related running expenses (excluding travel, conference attendance, capital equipment and lecturer replacement) by submitting a detailed budget and motivational letter to RCD – awarding of funds is at the discretion of RCD and dependent upon the availability of funds
	See criteria of relevant funding body
	To be negotiated between Host and Fellow prior to acceptance of the fellowship and specified in the Conditions of Award agreement

	Duration of Postdoctoral Fellowship 

	12 consecutive months
	See criteria of relevant funding body for full details
	To be determined by Host, but no less than 6 consecutive months

	Renewal of Fellowship

	Renewable for a further 12 consecutive months, based upon evaluation of progress, available funding and motivation by Host (maximum duration:  24 consecutive months)
Application for renewal available on RCD website
	See criteria of relevant funding body for full details
	To be decided by Host, but no less than 6 consecutive months
Recommended maximum duration:  24 consecutive months

	Restrictions

	A Fellowship may not be seen as payment in return for services rendered.

The purpose of a Postdoctoral Fellowship is not to relieve the workload of teaching staff.

Fellows may not be employed by any party inside or outside the University.

Lecturing and other additional non-research-related work will be allowed on a voluntary basis up to a combined maximum of 12 hours per week while in no way constituting part of the basic teaching provision of the Department and must be remunerated as casual work (taxable) via the Human Resources system.  Copies of all contracts to be submitted to RCD.  All additional work must be included in the Conditions of Award.   It is the responsibility of the Host to monitor any additional workload, to ensure that the 12 hour limit for additional work is not exceeded, and to ensure that additional responsibilities do not detract from the core purpose of the postdoctoral fellowship.
Supervision of students’ academic work must be completed within the fellowship period unless otherwise formally agreed in writing, with the consent of RCD and the relevant Faculty.  No additional remuneration will be earned by the Fellow for supervision performed during the duration of the Fellowship.
No employment benefits can be provided to the Fellow as this is not an employment position.
Fellows may not register for any degree during their Fellowship tenure without NMMU approval.

	Termination criteria

	The Fellowship may be terminated under one of more of the following circumstances and on the following terms and conditions:

On the agreed termination date, unless otherwise agreed upon between the parties prior to such a date;

By mutual agreement between the parties on 30 (thirty) days prior written notice;

With (3) months advance written notice by the Fellow in case of early termination;

Breach of any term or obligation of Fellowship agreement (as contained in MoA, Conditions of Award and Postdoctoral Fellowship Guidelines) by the Fellowship recipient and failure to remedy such a breach within 30 (thirty) days after written notice thereof to the Host Academic and RCD; and/or

Unsatisfactory progress by the Fellowship recipient with agreed research outputs in the view of the Host Academic, Dean and RCD.

	Disciplinary Procedure

	All standard NMMU policies and processes will apply to Fellows, including those for student disciplinary and grievance procedures.

	Dissemination of information regarding Postdoctoral Fellowship opportunities

	RCD to send out calls for applications (subject to available funding), via NMMU’s internal messaging systems

Relevant information and guidelines available on NMMU web site (see RCD web page)
	As per internal procedures of each relevant funding body (see funding bodies’ web sites)


	Managed by Host and/or Host Department:

Call for applications must be posted in at least one public forum other than the NMMU’s intranet or internal bulletin boards/messaging system to ensure an open and fair process (as per SARS directive)
Proof of the above to be submitted to RCD by the Host prior to acceptance and commencement of fellowship (to ensure compliance with SARS directive)

	Application, screening and awarding 

	Host to submit application form (available on RCD web page) in hard copy with all required signatures and documentation to the Postdoctoral Fellowship Manager:  RCD, 13th floor MB South Campus

RCD to manage screening and award process – Host to be informed via e-mail by RCD of outcome of application
	Applications to be submitted as required by Host and/or prospective Fellow to external funding institutions, as per the requirements of each funding institution
Host to ensure copy of application is submitted to RCD for record purposes


	Managed by Host and/or Host Department

	Documentation required by RCD

	Host to submit the following to RCD:

Application form with all required signatures

CV of applicant

Copy of doctoral qualification (provide proof that requirements for doctoral qualification were fulfilled if awaiting graduation)

Motivational covering letter from Host
Letters of recommendation from 2 external academic references

Brief summative research project proposal (max 5 pages) outlining and contextualizing envisioned objectives, methodology, activities, preliminary schedule and outputs 
	Host to ensure that copies of all correspondence between Host, Fellow and funding body are submitted to RCD for record and auditing purposes
	Host to provide RCD with:

Proof of call for applications (as detailed above)

Recipient’s CV

Copy of doctoral qualification (provide proof that requirements for doctoral qualification were fulfilled if awaiting graduation)

Letters of recommendation from 2 external academic references

Signed MoA (available on RCD web page)
Signed Conditions of Award (available on RCD web page)
Proof of registration

Funding release form (available on RCD web page)

	Acceptance of Fellowship

	Host and Fellow to confirm acceptance in writing (via e-mail) to RCD by date stated in award letter

Host and Fellow to complete and sign Memorandum of Agreement and Conditions of Award (available on RCD web page) and submit to RCD 
	As per internal procedures of each relevant funding body (see funding bodies’ web sites)
Host to ensure copy of acceptance document is submitted to RCD for record purposes


	To be confirmed in writing by Fellow (e-mail sufficient)

Host and Fellow to complete and sign Memorandum of Agreement and Conditions of Award and submit to RCD (available on RCD web page)


	Memorandum of Agreement (MoA)

	Outlines conditions of tenure and ensures compliance with institutional code of conduct, policies and conditions
MoA document available on RCD web page.

	Conditions of Award document

	This is not an employment contract.
Specifies equipment and resources that Department must provide in order for Fellow to effectively carry out his/her research work.
Provides framework for work to be done and envisioned outputs.
Provides means of monitoring agreed-upon expectations by both parties including means of communication, meeting schedule, recording of meetings, identification of remedial action, management of feedback, etc.
Conditions of Award document available on RCD web page.

	Outline of responsibilities of Host and/or Host Department

	Facilitate and manage all application and orientation processes as outlined in this document.
Provide Fellow with necessary facilities as required to conduct research (including infrastructure, working space, access to library facilities, access to laboratories and equipment, etc).
Provide support and mentoring to Fellow in order to facilitate an environment conducive to research.
Regular and continued management and supervision of Postdoctoral Fellow’s activities in line with objectives, envisioned outputs and other agreed criteria as specified in Conditions of Award.
Monitor the progress of the Postdoctoral Fellow.
Monitor any additional workload, avoid exploitation of the Fellow, and ensure that the 12 hour limit for additional work is not exceeded.
Keep ongoing record of research done and submit progress and final reports as required.
Maintain regular meetings with Fellow to provide guidance for research.
Ensure that all subsidy-generating outputs emanating from Postdoctoral Fellowships are timeously reported to the Department of Research Management for claiming of subsidy.
Provide Fellow with testimonial/conduct report (if deemed appropriate) at end of tenure and upon leaving the university (copy to be submitted to RCD).
Attend a review meeting with RCD at the end of the funding period, if required.

	Outline of responsibilities of Fellow

	Abide by university policies, rules, procedures and codes of conduct.
Comply with relevant Conditions of Award.
Timeously submit all required financial and progress reports to funders.
Register as Postdoctoral Fellow upon arrival and each subsequent year for the duration of the fellowship tenure.
Undertake intended research to the best of her/his ability and strive to publish findings.
Make available all research results and outputs when required to do so by Host, Dean or RCD.
To not register for any other degree at any HEI without permission form NMMU.
Treat and hold as confidential all relevant information.
Provide three (3) months written notice of intention to terminate Fellowship in case of early termination.
Repay to funders and university any relevant money owing upon early termination.
Declare all supplementary bursaries, grants, emoluments and all additional work performed and employment of any kind.
Liaise with all relevant banking institutions regarding electronic payments and submit original EFT form (available on RCD web page) to RCD.
Attend a review meeting with RCD at the end of the funding period, if required.

	Outline of responsibilities of RCD

	Manage application, awarding and reporting processes as outlined in this document.
Administer disbursement of Fellowships after receipt of proof of registration and EFT form.
Keep records of all relevant documentation.

	Registration

	All Postdoctoral Fellows must be registered on the NMMU ITS system as postdoctoral fellows in order for tax exempted payments to be made; required registration fee to be paid by Fellow.
Host to inform Fellow of registration requirements and manage registration process in coordination with relevant Faculty Office or OIE.
Host and/or relevant Faculty Office/OIE to inform RCD of student number and provide proof of registration.
Host to inform RCD (and OIE if international Fellow) when Fellow will arrive on campus.
International Postdoctoral Fellows to contact OIE in advance to make an appointment with Ms Natasha September to complete their registration. 

	Transfer of funds to RCD for payment to Fellows

	N/A if funded by NMMU Council

If the Postdoctoral Fellowship is funded by OIE:  stipend amount to be transferred to RCD for disbursement (proof of transfer request to be e-mailed to RCD)
	Funding to be transferred from funding body to NMMU as per specific requirements of funding body

Proof of payment/transfer to be submitted to RCD for payment to commence
Payment to Fellow can only commence in the first new month after funding and proof of payment are received by RCD
	Host to complete Funding Release form (available form RCD web page) and submit along with required documentation to RCD 
Funding release forms that are received by RCD after the first (1st) of a month cannot be guaranteed to be processed for payment in that same month.
Host to ensure that funding release form reaches RCD at least one month prior to the Postdoctoral Fellow’s arrival on campus and start of Fellowship tenure to ensure payment of  first funding instalment on the 25th of the first month of the Fellowship tenure.

	Monthly stipend payment

	RCD to facilitate monthly electronic payment transfers to Fellow’s personal bank account (via the fellow’s student account).
Payment will commence in the first new month after submission of the following to RCD:

proof of registration, the electronic transfer payment form, and a certified copy of fellow’s ID/passport.
Payments will be made once a month, on or as close to the 25th of each month as made possible by the EFT banking system

PLEASE NOTE:  All expenses debited to the fellow’s student account will be recovered from the fellowship money. This will include residence fees, sport and society membership, registration fees and all other cost.

	Progress and final reports

	Host to supply RCD with detailed reports (available on RCD web page) on Fellow’s activities, research involvement and outputs during Fellowship tenure (including publications, conferences, etc) in the 5th and final months of Fellowship tenure, prior to Fellow’s receipt of final payment.

	Submission of outputs for DoE subsidy

	Host to ensure that all subsidy-generating outputs emanating from Postdoctoral Fellowships are timeously reported to the Department of Research Management for claiming of subsidy (see RM web page).

	Correspondence with prospective Postdoctoral Fellows 

	If South African: 
Host to correspond and negotiate with prospective Fellow regarding acceptance of Fellowship, commencement date and all logistical arrangements, including accommodation, collection from airport, transport, etc.  Commencement date to be confirmed with RCD on or by date specified in RCD’s award letter to Host.
If international:

Host to correspond and negotiate with prospective Fellow regarding acceptance of Fellowship and commencement date, and to inform RCD and OIE at least three months prior to arrival on campus.
Host to inform Fellow upon acceptance of Fellowship to immediately contact OIE for further assistance (Ms Natasha September).
OIE will assist with arrangements regarding registration, study permits, and compulsory medical insurance. 

Host or Host Department to accept responsibility for correspondence and arrangements regarding accommodation, collection from airport, transport, foreign exchange, etc. For Fellows from partner institutions (see RCD web page for list) OIE will assist with  accommodation, orientation and pick-up from airport

	LOGISTICAL SUPPORT TO INTERNATIONAL FELLOWS PROVIDED BY OFFICE OF INTERNATIONAL EDUCATION:

	Application, Study Visas/Permits

	Fellow to complete an NMMU application form and an OIE postgraduate application form.
Fellow to furnish the OIE with their full names, date of birth, address and telephone numbers, as well as a copy of their passport, and copies of all prior qualifications including proof of doctoral qualification.
OIE to issue a letter of invitation/acceptance to Fellow. This letter will be faxed or scanned to the Fellow by the OIE. If any of the above required information is not provided, the letter cannot be drafted.

Fellow to use this letter to apply for visa/study permit in their home country. The application for study permits can take 4-6 weeks.

OIE to provide Fellow with a cost estimate, detailing the registration fee, medical aid quote, estimation of accommodation and living costs, etc.

Fellow to pay registration fee (subject to yearly inflation-related increment).
OIE to register Fellow in the category Y9 on ITS.
Fellow to pay the registration fee to the University on arrival.

	Medical Aid

	Please note that medical aid is compulsory for all registered international students

	Host to inform Fellow that they will have to apply for medical aid cover that is accredited by the Medical Schemes Council of South Africa for the duration of their stay in SA (refer to for a list of accredited schemes at www.medicalschemes.com).

Fellow can e-mail the health care consultant for South African medical aid providers, Mrs Marinda Potgieter: marinda.potgieter@absa.co.za who will be able to advise on approved medical aid schemes. Ms Nadia Chalkley in the OIE should be copied on all medical aid related correspondence between the Fellow and the consultant/scheme. 

Payments can be made by direct bank deposit to the medical aid provider selected. The proof of payment should be sent to the health care consultant or to Nadia Chalkley. Cover is effective from the first of the month only, not from the middle of the month. The minimum term for medical/health insurance coverage is 6 months.

	Accommodation

	Very Important: 

Fellows to note that proof of residence is required when opening bank accounts in the RSA, thus it is imperative that they secure accommodation before arrival

	Fellow and/or Host to source accommodation through the off-campus accommodation manager, Mr Marius Jordaan (+ 27 (0)41 583 5276) or another leasing agent, in good time. 

Should on-campus accommodation be sourced, Fellow must comply with the following OIE rules for booking and payment of accommodation:  

- booking to be done three to four months in advance 

- full payment for 6 months of accommodation to be received before registration

- a deposit of R2 000 is payable upon booking

- the Host Department will be held responsible for all payments should the Fellow fail to comply with the above rules.
For Fellows from partner institutions:
Host to give OIE notification of need for accommodation three to four months in advance of Fellow’s arrival on campus.
Accommodation to be allocated by OIE in the Postgraduate Village, or in an alternative suitable, off-campus accommodation venue.
Please note: Postdoctoral Fellows with families can be accommodated if six months advance notice is given. OIE will only cover costs for the Fellow. Payment of the balance of the accommodation will be the responsibility of the Postdoctoral Fellow.
Should on-campus accommodation be sourced, Fellow must comply with the following OIE rules for booking and payment of accommodation:  

- booking to be done three to four months in advance 

- full payment for 6 months of accommodation to be received before registration

- a deposit of R2 000 is payable upon booking

- the Host Department will be held responsible for all payments should the Fellow fail to comply with the above rules.
For OIE funded Postdoctoral Fellowships OIE will cover additional accommodation cost to the value of R20 000 per annum.

	Collection from airport  

	Host/Fellow must communicate all arrival and pick-up details well in advance (three to four weeks beforehand) to OIE (flights/bus details, dates and times).
For Fellows from partner institutions:  Postdoctoral Fellow will be met at the airport by a representative from OIE and taken to their designated accommodation, and assisted with orientation to the closest shopping centres and banks

For non-partner international Fellows:  Host Department to meet Postdoctoral Fellows at the airport and take them to the accommodation they have arranged. Host to assist with taking Postdoctoral Fellow to shops or banks as needed.

	Transport

	This is the responsibility of the Postdoctoral Fellow.

	Financial arrangements

	Fellow to bring sufficient funds to cover any unexpected expenses during first months of stay.
OIE to provide Fellow with a letter, should this be required, for the purpose of opening a bank account. Fellows are also advised to request a copy of their lease agreement from their accommodation provider as this may be requested on opening the bank account.


Enquiries:
The Manager:  Postdoctoral Fellowships

Research Capacity Development

Attention:  Ms Belinda du Plooy

13th floor MB South Campus
Tel:  041 504 2538

OR 

Office for International Education

Goldfields North

Tel:  041 504 2161

























